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BÁÁHÁÁLÍ CHAPTER
PROPERTY MANAGEMENT POLICIES AND PROCEDURES MANUAL

I.	AUTHORIZATION
A. Pursuant to 26 N.N.C., Section 101 (A), Bááháálí Chapter is required to adopt and operate under a Five Management System to ensure accountability.  Bááháálí Chapter shall develop policies and procedures for the Five Management System consistent with applicable Navajo Nation Laws. 
B. Pursuant to Bááháálí Chapter Resolution BSPRG-07-07-06 and BHC-11-09-S01, Property Management Policies and Procedures Manual is hereby approved.
PURPOSE AND SCOPE OF POLICY
A.	To set forth the authority, principles and procedures governing the creation, classification, maintenance, retrieval, disposal and safeguarding of Bááháálí Chapter property and prescribes Chapter Administrative functions and Chapter Officials oversight functions.
B.	This policy sets forth the authority, principles and policies governing the accounting for all Bááháálí Chapter property in terms of dollar value, units and their location(s); and prescribes Chapter staff administrative functions and Chapter Officials policy-making functions within Bááháálí Chapter.  These policies also provide the basis for implementing general supervision over procedures necessary for protecting all Chapter assets, maintenance of records, performance of inventories, and insuring the provision of adequate and economical warehousing, receipts and delivery of Bááháálí Chapter property.
C.	General Principles of these policies are applicable to Bááháálí Chapter, its employees and community members including the Chapter Officials, whom will monitor to ensure property records are maintained and enforced.
AMENDMENTS
A. Property Management Policies and Procedures can be amended based on recommendations from Chapter staff, officials, and Chapter membership; or external influences such as changes in applicable Navajo Nation laws, economy, and governmental structure; or through recommendations from consultants, audits or other reviews, which might cause a need for amendment to this policy.  If the policies and procedures warrant amendment, the proposed amendment(s) shall be presented at a regularly scheduled Chapter meeting for approval or disapproval by a simple majority vote.
B. The basis to add/delete or to revise any section(s) or provision(s) of the Bááháálí Chapter Property Management Policies and Procedures Manual would be subject to the following condition(s):
1. Additional regular full-time staff positions have been added that would require further segregation of duties and responsibilities.
2. A change in the Chapter’s organizational structure.
3. The present Property Management Policies and Procedures Manual is no longer adequate to address the needs of the Bááháálí Chapter government.
C. Procedures and Requirements for Submitting Amendments:
1. Any proposed amendments to the Property Management Policies and Procedures Manual must be submitted in writing to the Chapter Manager.
2. The proposed amendments must be drafted in a legislative format. New language will be underlined and old language over-stricken.
3. The Chapter Manager in consultation with the Navajo Nation Department of Justice and the Office of the Auditor General will review the proposed amendments to assure compliance with applicable federal, state and Navajo Nation Laws.
4. If requirements 1, 2 & 3 above are met, the Chapter Manager will forward them to the Chapter Officials for review and discussion at a regular scheduled planning meeting.
5. The Chapter Officials may, depending on whether the amendments are substantial and sufficient to warrant a public hearing, direct the Chapter Manager to set a public hearing date, time and location.  
6. Based upon information received during the public hearing, the Chapter Officials will forward the recommendations to the Chapter membership for approval or disapproval at a regular duly called Chapter meeting with a simple majority vote.
7. Upon approval, the Chapter Manager will make recommended changes to the manual with a supporting resolution.  
IV.	GENERAL STATEMENT OF POLICIES
A. Individuals to whom Chapter property is entrusted are charged with the responsibility for its care and safekeeping. They shall be prepared to show evidence of loss. Precautions should be taken by them personally to guard against any loss, damage, theft, or unforeseen circumstances, etc.  Bááháálí Chapter shall maintain adequate liability insurance coverage as required by Navajo Nation Law.
B. An individual shall not be assigned to a duty that separates him/her from property for which he/she is responsible.  Individuals may be required to assume accountability for property remotely located.  In such instances, they are required to complete the Property Assignment Sheet (Exhibit A) to maintain records which show at all times the general location of such property and the individuals responsible for its care and safekeeping.
C. Sale, gift, loan, exchange or other disposition of any Chapter property not specifically authorized by Navajo Nation Law or other directives issued by Bááháálí Chapter is illegal.
D. Any person(s) who without authority sells, damages, destroys and intentionally disposes of Bááháálí Chapter property through negligence shall be lawfully punished pursuant to Navajo Nation Law.
E. All Bááháálí Chapter property shall be identified by marking and/or tagging; unless marking would impair utility of item.
F. Bááháálí Chapter property records will include serial numbers, quantity, condition and insurance for proper identification of items to ensure proper reporting of losses.
G. All Bááháálí Chapter property shall be kept on Chapter premises, except where it is approved by Chapter Manager to store at another location.  Property stored elsewhere shall be inventoried and documented. 
H. Chapter Manager shall monitor and return, if necessary, any Chapter property stored elsewhere to Chapter premises in accordance to policies and procedures.
I. All property discovered upon annual inventory (tagged or not) will be accounted and recorded as Chapter property.  It shall be the duty of the Chapter Manager to report existence or discovery of property as indicated to safeguard and secure such property until legal responsibility is established or proper authority assumes possession.
J. No rewards, favors, gifts or other form of re-numeration shall be received from any vendor, contractor, individual firms or any other sources having Chapter relations.
K. Chapter’s property and equipment of significant value ($500 and over) will be capitalized and recorded in the Chapter’s fixed asset accounts.
L. Capital Expenditures shall be included in a Chapter-approved budget and recorded as an expense in year of purchase.  At year-end, asset will be transferred to General Fixed Assets Account Group (GFAAG).
V.	GENERAL DUTIES AND RESPONSIBILITIES:
A. Chapter Administration Responsibilities:  
Chapter Administration Staff shall follow the duties and responsibilities prescribed in the Property Management Policies and Procedures.
1. Chapter Manager shall:
a.	Be responsible and accountable for all Chapter property.
b.	Co-sign all checks for payment to vendors, along with the Chapter Secretary/Treasurer. Chapter President or Vice-President may sign if Secretary/Treasurer is not available.
c.	Verify all purchase requisitions to assure purchase costs are reasonable; materials are suitable, and quantity and intended use is in the best interest of the Chapter.
d. Acquire chapter property on an installment plan with approval of Chapter membership.
e. Be responsible for assuring rental equipment is used for its approved purpose and enforcing standard rental fees.
2. Administrative Assistant shall:
a. Prepare paperwork necessary for acquisition of property and equipment which includes: 
(1) Obtaining advance approval from Chapter Officials and community members.
(2)    Preparing Purchase Requisitions, issuing Purchase Orders, conducting inspections of equipment purchased, and completes Receiving Report and processing payments.
b. Conduct a physical inventory count of property and equipment on an annual basis and resale inventory on a monthly basis.
c. Maintain both general and subsidiary ledgers for all General Fixed Assets (GFA), which show and permit a reconciliation of detailed subsidiary ledger account amounts with the general ledger amounts in the Fund Accounting System.
d. Have the discretion of maintaining a separate inventory for assets not meeting the capitalization threshold requirements; such items will be expensed when purchased.  
B. Chapter Officials responsibilities:
1. Chapter President shall:
a. Work closely with the Vice-President and Secretary/Treasurer to ensure the Chapter Administration is adequately meeting directives and expending funds according to conditions set forth by the Navajo Nation Council and/or Chapter’s annual budgetary objectives.
b. May co-sign chapter checks in the absence of the Secretary/Treasurer. 
c. Signs all contracts, resolutions and other documents on behalf of the Chapter after approval by Chapter membership.
d. Monitor and review on a quarterly basis property management and activities of Chapter Administration.
e. Work towards resolving any discrepancies, irregularities or illegalities in the property control process.
2. Chapter Vice-President shall:
a. In the event of an unforeseen situation, assume delegated duties and responsibilities of the Chapter President for a reasonable time period or until the President is available.
b. Assist in the review of chapter property control process on a quarterly basis.
c. May co-sign Chapter checks in the absence of the Chapter Secretary/Treasurer.
d.  Work toward resolving any discrepancies, irregularities, or illegalities in the property control process.
3. Chapter Secretary/Treasurer shall:
a.	Monitor the maintenance of an accounting system to ensure accountability of all funds and expenditures; and shall report all financial activities to the Chapter President and membership on a monthly basis.
b. Ensure the Chapter Administration prepares monthly financial reports on all Chapter transactions and expenditures by categories.
c. Monitor and review the Chapter's property control records on a quarterly basis.
d. Work toward resolving any discrepancies, irregularities, or illegalities in the property control process.
PROPERTY ACQUISITION
Policy:	It shall be the policy of Bááháálí Chapter to acquire personal and real property through purchase, donation, transfer, or abandoned property found within Chapter boundary or jurisdiction.
A. Procedures:  The following procedures shall apply for all property acquisitions:
1.	Property:
a. Policy:	All property purchases shall follow Bááháálí Chapter’s Procurement Policies and Procedures Manual.
b. Procedures:
(1)	Chapter Manager may acquire or purchase property and equipment through use of check or an installment/lease plan with approval of the Chapter membership.  
(2)	Administrative Assistant will prepare all necessary documents in accordance to Chapter’s Procurement Policies and Procedures to initiate the purchase of property and equipment.
(3)	Chapter Manager and Chapter President shall sign property acquisition documents (i.e. Installment Agreement, Lease Agreement) on behalf of the Chapter after approval of the Chapter membership. 
(4)	Administrative Assistant shall perform various functions of obtaining advanced approval from Chapter Manager in preparation of Purchase Request, obtaining quotations, order goods, inspections of goods, completion of Receiving Reports and processing payments.  
(5)	Chapter Manager shall review all documents for completeness and co-sign check for payment with Secretary/Treasurer. 
2. Acceptance of donation or gifts:
a.	Policy:	All donations and gifts of an estimated value in excess of $1,000 shall be considered pursuant to 2 N.N.C., Sections 1010-1012, which requires the Chapter to notify the Navajo Nation President and 	Resource and Development Committee for the acceptance or rejection of donations and gifts.
b.	Procedures: It shall be the responsibility of the Chapter Manager to ensure acceptance, or rejection of donated property or equipment offered is in compliance with the above policy and any other applicable Navajo Nation Law.
(1)	Chapter Manager shall assess proposed offer or donation and advise/consult with the Chapter Officials of cost or benefits of accepting donation or gifts.
(2)	Chapter Manager shall estimate value of donated property or equipment at its fair market value at the time of donation or gift is offered.
(3)	Chapter Manager will submit a written notification to the President of the Navajo Nation with the intent to accept a donation or gift valued $1,000.00 or more. 
(4)    	Chapter Manager with assistance from Office of the Navajo Nation President will seek legislation and concurrence of Resource and Development Committee of the Navajo Nation Council.
(5)   	If accepted, the Administrative Assistant will tag and record donation or gift in appropriate general ledgers including the general fixed assets account group.
3.	Abandoned or found property:
a. Policy:   It shall be the policy of Bááháálí Chapter that any property found and/or abandoned shall become property of Bááháálí Chapter.
b. Procedures:
(1)	The Chapter Administration will inform the Chapter Officials of found property, and if owner has been identified, owner must claim property within thirty (30) calendar days.
(2)	Chapter Manager will determine whether property or equipment found or abandoned within Chapter boundary or jurisdiction shall become property of Bááháálí Chapter in the event there is no claim.
(3)	If there is no claim, the Chapter Manager will consider property abandoned and consult with the Chapter Officials.
(4)	Chapter Manager will estimate value of abandoned or found property at its fair market value.
(5)	The Administrative Assistant will tag and record donation or gift in appropriate general ledgers including the general fixed assets account group.
VII. PROPERTY IDENTIFICATION, CLASSIFICATION AND RECORDS 
A. Policy:   It shall be the policy of Bááháálí Chapter to maintain a complete, detailed and accurate identification of all Chapter property at all times and to be reconciled annually, or upon a change of Chapter Administrative Staff and/or Officials. 
B. Procedures:
1.	The following procedures shall ensure all property will be identified, classified and recorded in accordance with the Chapter Property Listing Guide(Exhibit B). 	
a.	Expendable
(1)	Supplies
(2)	Materials
b. Non-expendable, Non-capitalized(value less than $500)
(1)	Tools
(2)	Furniture
(3)	Equipment
c. Non-expendable, Capitalized(value of more than $500)
(1)	Tools
(2)	Furniture
(3)	Equipment
d. Real Property, Non-capitalized (Fixed asset, value less than $500)
(1)	Improvements
(2)	Buildings 
(3)	Land
e. Real property, Capitalized (Fixed asset, value of more than $500)
(1)	Improvements
(2)	Buildings 
(3)	Land
2.	Administrative Assistant will record proper classification of Chapter property to the Property Identification Sheet (Exhibit C) containing the following information: 
a.	Property numbers	g.	Condition	m.	Fund Source 
b.	Description	h.	Last inventory	n.	Date of disposition 
c.	Classification	i.	Date acquired	o.	Method of disposition
d.	Serial number	j.	Procurement documents 	p.	Amount of proceeds
e.	Acquisition cost	k.	Invoice number	q.	Account credited
f.	Value	l.	Vendor	r.	Disposition posted by
3.      	Administrative Assistant shall assure that property identification, availability, and location of Fixed Assets are recorded on the Property Identification Sheet, including the Property Assignment Sheet and filed securely in a locked file cabinet.
4.	If purchase date is unknown, then the acquisition date or when item was obtained or identified would be used.  If purchase price is unknown, then item will be valued at fair market. The total value of all listed property and equipment shall be recorded in the General Fixed Asset Account Group.
5.	Chapter Manager/ Administrative Assistant shall record and report the Chapter’s general fixed assets in its accounting records and financial statements in accordance with the following example:
a.	The General Ledger - Fixed Assets 
	
DATE
	
ITEM
	
REF
	(+)
DEBIT
	(-)
CREDIT
	
BALANCE

	12/1
	Beg. Bal.
	
	
	
	$35,000

	12/31
	Machinery & Equipment 
	GF
	$20,000
	
	$55,000

	12/31
	Office Equipment 
	GF
	 $7,500
	
	$62,500


Subsidiary Ledgers are detailed records and they record amounts of individual property items listed as GFA (buildings, infrastructure or improvements other than buildings, machinery and equipment, and construction in progress). These ledgers permit reconciliation between General Ledger and Subsidiary Ledgers. The following are examples of Fixed Assets Subsidiary Ledgers:
b.	Fixed Asset Subsidiary Ledger-Machinery & Equipment
	
DATE
	
ITEM
	
REF.
	(+)
DEBIT
	(-)
CREDIT
	
BALANCE

	12/1
	Beg. Bal.
	
	
	
	$25,000

	12/31
	GMC TRUCK 
	GF
	$10,000
	
	$35,000

	12/31
	CHEVY TRUCK 
	GF
	 $10,000
	
	$45,000


			c.	Fixed Asset Subsidiary Ledger-Office Equipment
	
DATE
	
ITEM
	
REF.
	(+)
DEBIT
	(-)
CREDIT
	
BALANCE

	12/1
	Beg. Bal.
	
	
	
	$10,000

	12/31
	IBM COMPUTER
	GF
	$5,000
	
	$15,000

	12/31
	CONF. RM TABLE
	GF
	  $2,500
	
	$17,500


			d.	Fixed Asset Inventory Sheet
	Description
	Amount

	Machinery and Equipment
	$45,000

	Office Equipment
	$17,500

	Total
	$62,500


			
	The Fixed Asset Inventory Sheet (Exhibit D) is basically a running total of all general fixed assets. Generally, this information is obtained from the Chapter’s Physical Equipment Inventory Form (Exhibit E).
C. Depreciation
1. General Fixed Assets shall be listed on the Fixed Asset Listing with Straight-line Depreciation Spreadsheet (Exhibit F)
2. Information to be listed will include; Asset name, class, description, location, property number, serial number, acquisition date, acquisition cost, estimated useful life (years), estimated salvage value, and estimated straight-line depreciation value.
3. The depreciation listing will be updated on an annual basis by the Administrative Assistant. 
VIII.	INVENTORY OF PROPERTY
A. Policy:   It shall be the policy of Bááháálí Chapter to conduct and maintain 	a complete, detailed and accurate physical inventory of Chapter 	property assigned and to reconcile annually, or upon a change of 	the Chapter Administration Staff and/or Chapter Officials.
B. 	Procedures:
1. 	The Administrative Assistant shall conduct a periodic physical inventory using the Physical Inventory Sheet based on an actual observation and identification of each property item.  A property condition check is a part of inventory count.
2. Administrative Assistant shall ensure all pertinent records and documentation of all Chapter property are kept on file including invoices, warranties, and titles.
3. At the beginning of each fiscal year, upon new purchases or disposition of any real property, Chapter Manager shall provide a copy of most current inventory listing to Navajo Nation Risk Management Department.
4.	The Administrative Assistant shall complete the Underwriting Exposure Summary (Exhibit G) with consultation from the Chapter Manager, and submit all information to the Navajo Nation Risk Management Office on an annual basis. This will determine the insurance cost.
5.	Chapter Manager shall reconcile inventory count and property listing for accuracy and completeness on an annual basis.
IX.       LOST, STOLEN OR DAMAGED PROPERTY
A.	Policy:	Pertinent records and documentation of all Bááháálí Chapter property shall be kept on file in accordance with the Chapter’s Records Management Policies and Procedures Manual; property records includes invoices, warranties and titles to ensure protection against property being lost, stolen or damaged. 
B. Procedures: 
1.	The Administrative Assistant shall check all locations to ensure asset has not been lost, stolen, or damaged.
2. Chapter Manager shall immediately notify law enforcement and obtain a written police report on the missing, stolen or vandalized property. 
3. Chapter Manager shall immediately notify Chapter Officials of the incident.
4. The Administrative Assistant shall complete a Property Loss Report (Exhibit H) for the lost, stolen, or damaged property item.
5. Chapter Manager shall submit a memorandum and a copy of police report to Navajo Nation Department of Risk Management in Window Rock, Arizona.
6. Administrative Assistant shall compile all information from latest physical inventory for purpose of providing an estimate of the cost of item(s) stolen, vandalized or damaged to Navajo Nation Department of Risk Management for possible repairs or replacement.
7. Chapter Manager shall take any damaged or recovered property to a repair shop to obtain cost estimate for repair or replacement and determine if repair costs exceeds acquisition cost.
X.	PROPERTY MAINTENANCE AND REPAIRS
A. Policy:   It shall be the policy of Bááháálí Chapter that all property and equipment be required to have a preventive maintenance/repair schedule and guidelines for utilization of property.  Chapter Manager shall be responsible for development and implementation of this policy.    
B. Procedures:
1.	Maintenance of Facilities (Exhibit I)
a. Routine Maintenance  
Chapter Manager shall provide maintenance and repair schedule for all Bááháálí Chapter facilities, including, but not limited to Chapter House, Head Start Center, Senior Citizen Center, warehouse, or any other building structure within boundary legally withdrawn for Chapter operation.
b. Unless there is a maintenance agreement under a separate Memorandum of Agreement between Navajo Nation programs, County, State or Federal entities, Bááháálí Chapter will be liable and responsible for maintenance and repairs of all of its facilities.
2. Maintenance of Equipment (Exhibit J)
a. Preventive Maintenance (PM):  
(1)	Administrative Assistant shall schedule and request the services of all equipment including, but not limited to, computers, photocopy machine, printers, fax machine, and heavy equipment.
(2)	Chapter Manager shall randomly inspect all equipment for proper maintenance and compliance with maintenance schedule.
b.	Repairs:
(1)	Administrative Assistant in conjunction with Equipment Operator shall be responsible for scheduling and requesting of routine repairs of equipment in accordance with Chapter's Procurement Policies and Procedures.
(2) Chapter Manager shall be responsible for coordinating any emergency repairs.  
2.  UTILIZATION OF CHAPTER PROPERTY 
A.	Policy:   It shall be the policy of Bááháálí Chapter that no Chapter property or equipment shall be rented without approval of the Chapter Manager, a completed Chapter Property Usage Form, and payment of a standard rental fee.  Chapter also requires a deposit to cover damaged or lost equipment and is not responsible for any liabilities caused by negligence of the requestor’s responsibilities.
B.	Procedures:
1.	Individuals, groups or organizations must fill out a Facility and/or Equipment Rental Form specifying which equipment or space to be rented.
2.	Administrative Assistant shall be responsible for assisting and making sure all documents and information regarding rental policies are explained and understood by requestor(s), including the full rental fee with deposit.  Documents are then forwarded to the Chapter Manager.  
3.	Chapter Manager shall approve or disapprove rental request based on information provided on rental forms.
4.	Chapter Manager shall be responsible for assuring equipment is used for its intended purpose and enforcement of standard rental fees established by the Chapter membership.
5. Upon approval, renter shall assume responsibility for equipment/property’s intended use and returned at specified time agreement.
6. Renter must notify the Chapter Manager immediately if any equipment/property has been damaged by documentation.
7. If equipment/property is damaged, renter will forfeit rental deposit paid and pay Chapter for any damage/repair fees.
C. Bááháálí Chapter has the following rental services available to individuals: 
1. Chapter House Rental (Exhibit K)
2. Rodeo Arena Rental (Exhibit L)
3. Farm Tractor Rental (Exhibit M)
4. Cement Mixer Rental (Exhibit N)
5. Backhoe Equipment Rental (Exhibit O) 
6. Office Equipment Rental (Exhibit P)
D. Bááháálí Chapter has two vehicles available for the Administrative Staff to utilize for official chapter business. 
1. The Chapter Vehicles shall be operated by licensed personnel employed by Bááháálí Chapter. 
2. The Chapter Vehicles have a plan of operation in place (Exhibit Q) and it shall be followed to allow for proper use and reporting of all vehicle usage. 
XII.	PROPERTY AND EQUIPMENT INSURANCE
A. Policy:
1.	It shall be the policy of Bááháálí Chapter that liability insurance coverage for injuries to third party shall be mandatory on all Chapter property and equipment.  Other coverage including collision, fire/smoke damage, and theft/vandalism will also be included.
2.	Bááháálí Chapter will participate in Navajo Nation Insurance Services for its insurance coverage pursuant to Title 26 N.N.C., Section 2003 (C).
XIII.	PROPERTY DISPOSITION
A.	Policy:   It shall be the policy of Bááháálí Chapter to properly dispose of its property and equipment that will involve not only physical disposition but also reconciliation of accounting records to reflect such disposal.  General Fixed Assets may be disposed of in a sale, retirement, or replacement transactions with the approval of the Chapter Manager and consultation of the Chapter Officials.
B. Procedures
1.	Types of Disposal:
a. 	Ordinary disposal shall include property disposed through ordinary means (i.e. sales, trade-in, obsolete, wear and tear, etc.)
2. b.	Extra-ordinary disposals are property that are stolen, lost, damaged or destroyed which requires an inventory report.Surplus Property
a. Excess property are supplies or equipment which is no longer needed within the Chapter.  
b. If Chapter identifies surplus property, the Chapter Manager will inform the Chapter membership that such property exists so the Chapter membership may have the opportunity to purchase such property.
3.	Sale of Property 
a. 	When a sale of Chapter property is to be made, a notice of sale will be posted in conspicuous places for thirty (30) days prior to sale.  Such property shall be sold at a price reflecting the property fair-market value.
b. 	Chapter Manager shall be responsible for assuring that all documents verifying the sale is provided in order that proceeds of such a sale will be credited to Other Revenue in the fund that generated the original purchase.  If information on fund source is not available, proceeds will be credited to Other Revenue in the General Activity Fund. Cash receipt control policies and procedures will be applied for proper reporting and recording of sale proceeds pursuant to Section VII (B) of the Chapter’s Fiscal Policies and Procedures Manual.
c.	Chapter Manager shall remove the asset carrying value by debiting Investment in General Fixed Asset Accounts and crediting the asset account(s) in the general and subsidiary ledgers.
d.	Cost of retirement, as well as, proceeds received from sale of salvage shall be taken into account.  Salvage costs shall be temporarily recorded as expenditures then those are netted against the gross salvage proceeds.  Net amount is then reported as Revenue - Salvage Proceeds.
Example:	Asset Book Value of $150,000; it costs $10,000 to 	destroy; sale of salvage is $140,000.
										Debit		Credit
· GFAAG
Investment in GFA 		$150,000
	  Building    			        	          $150,000
			
· General Fund
Expenditures-others		$  10,000
   	      Cash					           $10,000

· Cash				$ 140,000 
      Revenue-salvage Proceeds	                      $140,000


XIV.	DEFINITIONS
Language contained in this section applies generally to this policies and procedures manual except as otherwise provided elsewhere in the Five Management System.

A. Accountability – the basic obligation of accounting for Chapter property, 	whereas responsibility for Chapter property arises from possession of Chapter 	property and/or obligation of supervision of Chapter staff or employee, or even 	Chapter members, who are in possession of that property.

B. Acquisition Cost – is generally accepted basis of accounting for general fixed 	assets used (fair-market value at the time of receipt if asset is received by 	donation).

C. Chapter Manager - individual responsible for administering the Chapter Administration and Five Management System.

D. Chapter Officials - consists of Chapter President, Chapter Vice-President, and Chapter Secretary/Treasurer.

E. Equipment in place -  a property of a movable nature which has been fixed in place or attached to a Chapter facility or other real property, but which may be severed or removed from structure to which it is attached without damaging usefulness of structure.  Does not include installed building equipment.

F. Expendable Property - property that is of relatively low monetary value, is consumed in performance of a function or is incorporated into an end product.  Examples of property under this description include operating supplies, office supplies, janitorial supplies, building material, hay and feed, firewood, fencing material, small tools, and so forth.

G. Fair Market Value - price at which a seller will sell and buyer will buy, in an arms-length transaction, when neither is under compulsion to sell or buy and both have reasonable knowledge of relevant facts.

H. General Fixed Assets - a classification of Chapter property that includes land, buildings, infrastructure, improvements other than building, machinery, equipment, and construction-in-progress, meeting the following criteria:
                   
                        1.   Value of $500.00 or more. 
                        2.   Non-expendable.
                        3.   Classified as a real or personal property by the Chapter.

I. General Fixed Assets Account Group - a self-balancing group of accounts, set up by the Chapter to account for the general fixed assets.

J. Historical Cost - an accounting principle requiring all financial statement items to be based on original cost.  Usually based upon dollar amount originally exchanged in an arms-length transaction and an amount assumed to reflect the fair market value of an item at the transaction date.

K. Installed building equipment - are items of Chapter equipment and furnishings, including material for installations, which are required to make Chapter facility useful and are fixed as a permanent part of the structure.  Examples under this description are plumbing fixtures and equipment; fixed heating, cooling, ventilation and fire protection; and counters and cabinets.

L. Non-Expendable Property - an item of Chapter personal property of any dollar value that retains its identity throughout its useful life.  For classification purposes, a minimum dollar value is assigned and the amount is significant enough to warrant maintaining of item accountability.  Items of property under this classification for property management and accounting purposes will be carried on Chapter property records as general fixed assets until disposed of, through transfer, sale or other means. 

M. Real Property - any interest in Chapter land, together with improvements, structures and fixtures that are located on it. The Chapter Comprehensive Land Use Plan (CLUP) may be consulted for property land and other real property information, descriptions and classifications administered by the Chapter.

N. Responsibility - obligation of a Chapter staff, employee, or even a Chapter member with respect to proper custody, care and safekeeping of property entrusted to that individual.

O. Property Record – a basic record showing, item by item, a receipt of Chapter property.  The Chapter may require use, disposition of property and other identifying data.

P. Straight-Line Depreciation - Method of computing depreciation in which the depreciable cost (historical or purchase price) of a tangible capital asset is reduced by an equal amount in each accounting period (usually a year) over the asset's estimated useful life. Straight line depreciation is computed as a fixed expense by dividing the asset's depreciable cost by the number of years the asset is estimated to remain in service. Suitable where the usage of an asset remains generally uniform despite the asset's age, it is the simplest and most common method of computing depreciation.


XV.	APPENDIXES:
A. Property Assignment Sheet Chapter	Exhibit A
B. Property Listing Guide 	Exhibit B
C. Property Identification Sheet 	Exhibit C
D. Fixed Assets Inventory Sheet	Exhibit D
E. Physical Inventory Sheet	Exhibit E
F. Straight-line Depreciation Spread Sheet	Exhibit F
G. Underwriting Exposure Summary	Exhibit G
H. Property Loss Report	Exhibit H
I. Maintenance of Facility Work Order	Exhibit I
J. Maintenance of Equipment Work Order	Exhibit J
K. Chapter House Rental Policy and Agreement Packet	Exhibit K
L. Rodeo Arena Rental Policy and Agreement Packet	Exhibit L
M. Farm Tractor Rental Policy and Agreement Packet	Exhibit M
N. Cement Mixer Rental Policy and Agreement Packet	Exhibit N
O. Backhoe Equipment Rental Policy and Agreement Packet	Exhibit O
P. Office Equipment Rental Policy and Agreement Packet	Exhibit P
Q. Vehicle Policy and Procedures Packet	Exhibit Q

Exhibit A

	PROPERTY ASSIGNMENT FORM
Assignment Form

	Property No.  					
Description: 					
Date of Assignment: 				
Assigned To: 					
	Approved By: 					
Date  Approved: 				
Responsible Assignee: 			
Assignee Initial and Date: 			

	Termination of Assignment

	Date of End of Assignment: 			
Returned By: 					
	Status of Returned Item: 			
Remarks: 					
						

	Property Received By: 										
Condition of Returned Item: 										
													




Exhibit B
Property Listing Guide



108-01-01-001
108-XX-YY-ZZZ

108—Bááháálí Chapter Property Number
XX—Building/Location
YY—Type of Property
ZZZ—Number Assigned

	LOCATIONS
01—Chapter
02—Hay Barn/Warehouse
03—Red Storage Building
04—Storage Room (behind Kitchen)
05—Garage
06—Rodeo Arena
07—All Purpose Building
08—Head Start Building 
09—Transfer Station
10—Senior Center
11—Pump House
12—621 Bread Springs Road
	TYPE OF PROPERTY
01—Building 
02—Office Equipment
03—Heavy Equipment
04—Furniture
05—Computer
06—Miscellaneous 
07—Vehicle 
08—Kitchen Equipment




 


Exhibit C
	Property Identification Sheet

	Property No.
	

	Description
	

	Serial No.
	

	Classification
	

	Fair Market Value $
	
	Condition
	

	Date of Service
	
	Useful Life
	


	Assigned To
	
	Last Inventory
	


	
Acquisition Data

	Date Acquired
	
	Acquisition Document
	

	Method of Acquisition
	
	Invoice No.
	

	Acquisition Cost $
	
	Fund Source
	

	Vendor
	
	Account No
	


	
Disposition Data

	Date of Disposition
	
	Account Credited
	

	Method of Disposition
	
	Date Record Removed
	

	Amount of Proceed $
	
	Posted By
	




**PLACE PICTURE BEHIND THIS SHEET.
 Exhibit D

Bááháálí Chapter
Fixed Asset Inventory Sheet

	Property Number:
	

	Serial Number:
	

	Classification:
	

	Description:
	

	Fair Market Value:
	

	Location:
	



Picture of Inventory


Exhibit E
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Exhibit F
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Exhibit G

[image: ]

[image: ]


[image: ]


[image: ]

[image: ]

[image: ]

[image: ]

Exhibit H

BÁÁHÁÁLÍ CHAPTER
PROPERTY LOSS REPORT
	
	
	
	
	DATE (MM/DD/YY)

	PROGRAM
	Department/Division/Section

	
	Person to Contact
	Phone No.

	FACTS
	Date of Loss
	Time	 AM
	 PM
	Kind of Loss: (Fire, Wind, Explosion, etc.)


	
	Location of Loss:

	
	Description of Incident:

	
	

	
	

	
	

	
	Who was Notified?	Name	Address	Phone No.

	
	

	PROPERTY
	Description of Property Involved:

	
	

	
	

	
	

	
	Estimated Amount of Loss
	Property I.D. No.
	Square Footage

	POLICE/FIRE
REPORT
	District
	Report I.D. No.
	Officer and I.D. No.

	RESPONSIBLE PARTY
	Name (Individual or Firm)

	
	Address

	Phone No.

	WITNESSES
	Name
	Address
	Phone No.


	
	Name
	Address
	Phone No.


	
	Name
	Address
	Phone No.


	REMARKS
	

	
	



	Reported by:			Date:		
	Authorized Supervisor:			Date:		
	PLEASE REPORT LOSS WITHIN THREE (3) WORKING DAYS

Exhibit I
BÁÁHÁÁLÍ CHAPTER
FACILITY WORK ORDER 
MAINTENANCE FORM


REQUESTOR NAME:							
PHONE NUMBER: 					

BUILDING: 						ROOM: 				

BRIEFLY DESCRIBE WORK TO BE DONE: 																																														

MAINTENANCE DONE SO FAR ON BUILDING:			DATE:
												
												
												
												

IS THE REPAIR DUE TO NEGLIGENCE?	YES	NO

THEN IS THE REPAIR DUE TO AGE OF BUILDING?	YES	NO

WHAT DO YOU RECOMMEND TO KEEP THE MAINTENANCE UP ON THE BUILDING?
																																							

SIGNATURE: 							DATE: 			

ADMINISTRATION ONLY:
DATE RECEIVED: 				TIME: 				BY: 			

APPROVED BY: 							DATE: 			

JOB COMPLETION DATE: 				COST: 				

CHECK NO: 					ACCOUNT NUMBER: 				

Exhibit J
BÁÁHÁÁLÍ CHAPTER
EQUIPMENT WORK ORDER 
MAINTENANCE FORM


REQUESTOR NAME:							
PHONE NUMBER: 					

EQUIPMENT NEEDING REPAIR: 					
PROPERTY NUMBER:				

BRIEFLY DESCRIBE WORK TO BE DONE: 																																														

MAINTENANCE DONE SO FAR ON EQUIPMENT:			DATE:
												
																									

IS THE REPAIR DUE TO NEGLIGENCE?	YES	NO

THEN IS THE REPAIR DUE TO AGE OF EQUIPMENT?		YES	NO

WHAT DO YOU RECOMMEND TO KEEP THE MAINTENANCE UP ON EQUIPMENT?
																																							

SIGNATURE: 							DATE: 			

ADMINISTRATION ONLY:
DATE RECEIVED: 				TIME: 				BY: 			

APPROVED BY: 							DATE: 			

JOB COMPLETION DATE: 				COST: 				

CHECK NO: 					ACCOUNT NUMBER: 				

Exhibit K
Bááháálí Chapter
Chapter House Policy and Procedures
I. Purpose
A. The purpose of the Chapter House Policy and Procedures is to make the chapter more accessible for family events and community organizations. It is also an opportunity for the Bááháálí Chapter to earn revenue for its daily operations.

II. Definitions
A. Sponsor is one who assumes responsibility for renting the chapter facility. 
B. Chapter Officials Meeting Area is the area to the South of the Main area of the Chapter House where the Chapter Officials sit during Chapter Meetings. This area is restricted to meetings only.
C. Waiver is to refrain from paying a fee.
D. Chapter Standing Committees include: Community Land Use Planning Committee, Local Senior Advisory Committee, Authorized Local Emergency Response Team, Rodeo Arena Committee, Planning Committee

III. Rental Policy
A. Usage Fees
i. A facilities usage form must be completed prior to usage. It will be on a first come, first serve basis.
ii. Sponsor(s) may rent the main area and/or the kitchen for $30.00 with a $15.00 refundable cleaning deposit; payment must be made with a money order. 
iii. Meetings held by any organization, with the exception of approved Chapter Standing Committees, after 5:00 p.m. or on the weekends, are required to pay a $20.00 meeting fee along with a $10.00 refundable cleaning deposit. This is a flat fee that includes Navajo Nation Sales Tax. 
iv. Bááháálí Chapter will not assume any responsibilities for loss or theft of any valuables of Sponsor(s), nor liable for any injuries that may be caused due to negligence and carelessness of Sponsor(s) renting facilities.
B. Restrictions
i. The Chapter Officials Meeting Area is limited to meetings, during all other events it must be closed off to prevent damage to office equipment in the area.
ii. Rental of the chapter house shall be limited to one day per weekend (Friday-Sunday); unless arrangements have been made with the Chapter Staff to do the Inspection and with Chapter Manager Approval.
iii. Dances are not allowed on the chapter compound.
iv. Advanced notice of two weeks is required in order for arrangements and approval to be made on all requests. Payment must be received one week in advance to assure your reservation.
v. In the event there is a death in the community, the bereaved family’s needs takes precedence and the chapter usage shall be given to the grieving family.
1. The event sponsor will be notified and given an option to reschedule their event to a later time or cancel the event.
2. If cancellation is chosen, the deposit and fees shall be refunded to the Sponsor(s).
vi. All users must have a food handler’s permit according to Navajo Nation and New Mexico State Laws when serving food to the public. A copy of this permit must be included with the Chapter Use Form.
vii. Due to safety, children are not allowed in the kitchen under any circumstances, no exceptions.

IV. Procedures
A. A Facilities Rental Form must be filled out completely and submitted to the Administrative Office two weeks prior to usage. 
B. The Administrative Assistant will submit the form to the Chapter Manager, after ensuring the requested dates is available, for the Chapter Manager’s review and approval.
C. Once approval has been given for the Chapter Use, the Chapter Manager returns the form to the Administrative Assistant.
D. The Administrative Assistant will contact the Sponsor(s) to inform them of the decision. The Sponsor will then have to pay the rental and cleaning deposit fees one week prior to the usage date. Failure to do so will result in the date to be released and the Sponsor will have to choose another date.
E. The Sponsor will then have to make arrangements with the Custodian to complete the inspection form and pick up the key prior to use. The Sponsor is required to complete the form; no one may substitute for them. 
F. Once the usage is completed, the sponsor must return the key by 8:00 a.m. and go through the post inspection with the Custodian to determine if a cleaning deposit refund will be issued. Failure to do so will result in the Sponsor forfeiting the cleaning deposit.
G. Once the post inspection is completed, the form is forwarded to the Chapter Manager for review and approval of the Cleaning Deposit Refund.
H. Once approval is given, the Administrative Assistant to process the refund.

V. Cleaning Deposit
A. Cleaning deposit will be refunded on a pro-rate basis.
B. Cleaning deposits will be forfeited if:
i. The lights are still on
ii. The heater has been left on
iii. The Chapter Officials Meeting Areas has been used
iv. The stove is not cleaned
v. If the power is not on in the kitchen due to overuse of the outlets
vi. Grease or food had been left in the sink, therefore plugging up the sink
C. There will be a $5.00 deduction from the Cleaning Deposit for each offense if:
i.  The floors are not swept and mopped
ii. Countertops are not wiped down
iii. Tables are not wiped and put away properly
iv. Chairs are not stacked neatly
v. Decorations are not cleaned off the ceilings, countertops, floors, etc.
D. Additions charges will be issued if there are multiple damages to the chapter house and/or kitchen area. If those charges are not paid, the sponsor will no longer be allowed to use the chapter house until such costs for damages are paid.

VI. Waiver Request Procedures
A. Waiver requests will be reviewed by the Chapter Manager.
B. A waiver request form must be completed and submitted along with the Chapter Use Form. The forms must be submitted at the same time, two weeks prior to the proposed date.

VII. Amendments
A. Bááháálí Chapter will make any amendments to the policy and present it during a duly-called Planning Meeting for consideration and approval
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Waiver of Rental Fee Request Form

NAME: 							DATE: 				
ADDRESS: 												
PHONE NUMBER: 					CELL NUMBER: 				

RENTAL DATE: 						
PURPOSE:	 											
													
REASON FOR WAIVER REQUEST: 																																																																									
I, 					, UNDERSTAND IF THE REQUEST FOR WAIVER IS APPROVED I AM STILL REQUIRED TO PAY THE CLEANING DEPOSIT OF $15.00, WHICH WILL BE REFUNDED IF THE CHAPTER IS INSPECTED TO BE IN GOOD CONDITION FOLLOWING THE EVENT. I ALSO UNDERSTAND THAT THE WAIVER IS FOR THE RENTAL FEE ONLY, AND WILL BE RESPONSIBLE FOR ANY DAMAGES, THEFT, OR INJURY THAT MAY OCCUR DURING THE RENTAL PERIOD. 
SIGNATURE: 								DATE: 		

ADMINISTRATION USE ONLY: 
WAIVER APPROVED: 						DATE: 			
WAIVER DISAPPROVED: 						DATE: 			
REASON FOR DISAPPROVAL OF WAIVER: 																																	

Exhibit I
Bááháálí Rodeo Arena 
Policy and Procedures

I. Purpose
The purpose of this policy is to ensure the longevity of the rodeo arena facility and its use for various rodeo events, including, but not limited to, full shows, bull riding, team roping, and barrel racing events.
II. Rental Fees
A. Rental fees for the arena usage will be recommended to the chapter officials and therefore placed before the community for approval.
B. The fees generated will be monitored by the Rodeo Committee’s Secretary and reported at each meeting.
C. Current rental fees per event are:
1. One Day event: $200.00
2. Two day events: $300.00
3. Arena usage for other uses such as veterinarian shots, housing, round-ups, etc. need to be scheduled with the Chapter for liability purposes.
4. There is a $100.00 refundable damage deposit.
D. Fees are subject to Navajo Nation Sales Tax.
E. Rental fees shall be divided on 70/30 split
1. 70% shall go into the rodeo arena fund for maintenance and repairs; and
2. 30% shall go into the Bááháálí Chapter miscellaneous funds
III. Rental Process
A. Sponsor(s) wanting to rent the facility must complete a facility rental form at the chapter house.
B. The Bááháálí Chapter rodeo arena facility rental form must be completed and returned during business hours (Monday-Friday, 8:00 am to 5:00 pm). Sponsor(s) must give a one month notice of rodeo arena usage.
C. Payment must be in money order payable to Bááháálí Chapter and include the current Navajo Nation Sales Tax and damage deposit.
D. The Sponsor(s) will read and sign the policy, indicating they understand the policy and will follow it accordingly.
E. Once the event is over, a post inspection sheet must be completed and signed. Any damages will be reviewed, priced, and payment will be set up.
F. All trash must be picked up around the arena, ditch, and fence line and hauled away at the Sponsor(s) expense.
G. Driving and building fires inside the arena are prohibited.
IV. Maintenance
A. The Bááháálí Chapter Rodeo Committee is the responsible party for keeping up with the maintenance of the rodeo arena.
B. Bááháálí Chapter Rodeo Committee is responsible for:
1. Arena Grounds Maintenance
2. Arena Perimeter Maintenance
3. Grand Stand Maintenance
C. Any materials that need to be purchased must be requested through the Chapter Administration and forwarded to the Chapter Meeting for approval.
D. Volunteers will be asked to repair the damages and if funds are available, a stipend issued.
V. Damages
A. Any damage(s) found during post inspection, the Sponsor(s) must acknowledge the damage(s) listed and sign the inspection sheet.
B.  If the damage(s) is over the $100.00 damage deposit, the Sponsor(s) must pay for the materials and labor for repairs and must be taken care of within ten (10) days following the event.
C. Sponsor(s) will be fined $500.00 for non-payment on damage(s).
D.  If damage(s) occur after two consecutive rentals, the Sponsor(s) will be denied any future arena rental.
E. Trash must be picked up and hauled away; violation of this will result in a $100.00 fine.
F. Building fires or driving inside the arena is absolutely prohibited. This will automatically forfeit the damage deposit refund. 
1. Emergency vehicles will be allowed to park inside the arena during bull-riding events. 
2. Food vendors must have their stands outside the arena for health and sanitary conditions. 
G. Grandstands that are positioned around the arena cannot be moved at any time. If they are moved, the Sponsor(s) will be charged $1,000.00 and shall no longer be allowed to use the arena.
VI. Amendments
		Bááháálí Chapter Rodeo Committee will make any amendments to the policy and 			presented at the Chapter Planning Committee for consideration and approval.
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Exhibit J
Bááháálí Chapter
Tractor Rental Policy
I. Purpose
A. The purpose of the tractor is to provide community usage of the equipment for a fee that shall be applied to the maintenance plan.
B. Chapter Administration is responsible for rental of the tractor. The Rental Form and Inspection Sheet must be completed before the tractor leaves the chapter compound.

II. Rental Fee
A. Rental of the tractor shall be $100.00 per day (an additional $25.00 for the flatbed trailer) or $20.00 per hour which must be paid in advance and with a money order.
B. A rental agreement form must be completed, along with a pre-inspection sheet.
C. A delivery fee of $30.00 must be paid for rentals more than 5 miles from the Chapter House.
D. Rental fees shall be divided on 70/30 split
1. 70% shall go into the heavy equipment fund for maintenance and repairs; and
2. 30% shall go into the Bááháálí Chapter miscellaneous funds

III. Cleaning and Damage Deposit
A. A Cleaning and Damage deposit is required in order to rent the tractor at a rate of $30.00.
B. The Cleaning and Damage deposit will be reimbursed if the tractor is returned clean of any oil, hydraulic fluid, or any other fluid.
C. Any damage not reported to the Chapter after the rental is completed, an invoice will be issued to the previous renter for any repairs that were completed.

IV. Rental Process
A. The Bááháálí Chapter Tractor must be rented and returned during business hours (Monday-Friday, 8:00 a.m. to 5:00 p.m.).
B. Public Employment Projects, Senior Citizen Center projects, and Head Start projects are subject to the rental fee in order to defer the costs for repair and maintenance on the Tractor.
C. The Chapter does not keep an operator on staff, it is the Renter’s responsibility to have a qualified operator.

V. Maintenance Plan
A. Prior to each use, the Custodian shall inspect and complete a pre-rental checklist to ensure the equipment is operational at its full potential. The renter shall sign the checklist.
1. The beginning odometer reading shall be taken at this time.
2. Once the tractor is returned, a post-rental checklist shall be completed with the renter and the renter shall sign the report.
3. The ending odometer reading shall be recorded and if rented by the hour, additional charges shall be made, if needed.
B. The tractor shall undergo a maintenance inspection after each use.
1. Any type of maintenance that is needed will be completed immediately after a Maintenance Request Form is submitted and approved.
2. The tractor shall have an oil change every 100 hours, or if conditions of use were more heavy duty, the oil shall be changed once it is returned.
C. The Chapter Custodian shall ensure the maintenance of the tractor is completed.
D. When maintenance is required on the tractor, the General Activity Fund shall be utilized.

VI. Damages
A. Any damages to the tractor will result in the renter/operator being held responsible for repair costs.
B. A damage report form needs to be completed by the renter as soon as the damage occurs.
C. Failure to complete a damage report will result in a penalty fee of $50.00 and suspended use of the tractor for thirty (30) days.
D. If the renter is found to be negligently responsible for damages to the tractor, the renter is responsible to pay for all damages.
1. The post inspection form will be utilized to determine any and all damage to the tractor.

VII. Amendments
A. Bááháálí Chapter Policies and Procedures may be amended as deemed necessary and approved during a regularly scheduled chapter meeting.
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FARM TRACTOR
MAINTENANCE REQUEST FORM
Name of Requestor: 		Date: 	
	Engine, Fuel, and Cooling System
	
	
	Electrical System and Instruments
	

	Check condition of dry air cleaner
	
	
	Check battery condition and electrolyte level
	 

	Check radiator coolant level.
	
	
	Check tightness of battery connections
	 

	Change engine oil and filter(s)
	
	
	Check safety switches for correct operation
	 

	Check tension of alternator and fan belt(s)
	
	
	Check function of all instruments, warning lights, and warning buzzer
	 

	Clean oil bath air cleaner and pre-cleaner, refill with oil
	
	
	Check function and adjustment of all lights
	 

	Clean radiator and oil cleaner fins
	
	
	Check function of all electronic systems
	 

	Clean air conditioning condenser
	
	
	
	 

	Change fuel filter element(s)
	
	
	Front Axle and Steering
	 

	Grease engine water pump bearing (Valmont engine only)
	
	
	Check oil level in the four-wheel drive front axle and epicycle hubs
	 

	Check Tension of air conditioning compressor belt
	
	
	Check steering pump oil level (200 Series and Italian Tractors)
	 

	Change dry air cleaner main element and safety element
	
	
	Grease the four-wheel drive front axle universal joints and steering pivots
	 

	Clean fuel lift pump strainer
	
	
	Check the two-wheel drive front wheel hub adjustment
	 

	Drain, flush and refill radiator
	
	
	Grease the rear axle bearing (6100, 8100 series)
	 

	Drain and flush fuel tank
	
	
	Change Oil in the four-wheel drive front axle and epicycle hubs
	 

	Check valve tip clearance
	
	
	Check the two-wheel drive steering for correct operation, wear and wheel alignment.
	 

	Service fuel injectors
	
	
	
	 

	 
	
	
	
	 

	Transmission and Hydraulics
	
	
	
	

	Check transmission/hydraulic oil level
	
	
	
	 

	Change transmission/hydraulic oil filter element
	
	
	
	 

	Check transmission/hydraulic oil level
	
	
	
	 



Maintenance Requested:  				
Scheduled for Maintenance: 		Completed: 		
Cost of Maintenance: 		Accnt No. Used: 	



Exhibit K
Bááháálí Chapter
Cement Mixer Rental Policy
I. Purpose
A. The purpose of the cement mixer is to provide community usage of the equipment for a fee that shall be applied to the maintenance plan.
B. Chapter Administration is responsible for rental of the tractor. The Rental Form and Inspection Sheet must be completed before the tractor leaves the chapter compound.
II. Rental Fee
A. Rental of the tractor shall be $30.00 for one or two days or $10.00 per day thereafter which must be paid in advance and with a money order.
B. A rental agreement form must be completed, along with a pre-inspection sheet.
III. Cleaning and Damage Deposit
A. A Cleaning and Damage deposit is required in order to rent the cement mixer at a rate of $15.00.
B. The Cleaning and Damage deposit will be reimbursed if the cement mixer is returned clean of any oil, hydraulic fluid, cement, or any other fluid.
C. If there is any damage not reported to the Chapter after the rental is completed, an invoice will be issued to the previous renter for any repairs that were completed.
IV. Rental Process
A. The Bááháálí Chapter Tractor must be rented and returned during business hours (Monday-Friday, 8:00 a.m. to 5:00 p.m.).
B. Public Employment Projects, Senior Citizen Center projects, and Head Start projects are subject to the rental fee in order to defer the costs for repair and maintenance on the Cement Mixer.
C. When maintenance is required on the Cement Mixer, the General Activity Fund shall be utilized.
D. The Chapter does not keep an operator on staff; it is the Renter’s responsibility to have a qualified operator.
V. Maintenance Plan
A. Prior to each use, the Custodian shall inspect and complete a pre-rental checklist to ensure the equipment is operational at its full potential. The renter shall sign the checklist.
1. Once the cement mixer is returned, a post-rental checklist shall be completed with the renter and the renter shall sign the report.
2. The ending odometer reading shall be recorded and if rented by the hour, additional charges shall be made, if needed.
B. The cement mixer shall undergo a maintenance inspection after each use.
1. Any type of maintenance required will be completed immediately after a Maintenance Request Form is submitted and approved.
2. The cement mixer shall have an oil change after two rentals, or if conditions of use were more heavy duty, the oil shall be changed once it is returned.
C. The Chapter Custodian shall ensure the maintenance of the cement mixer is completed.
VI. Damages
A. Any damages to the cement mixer will result in the renter/operator being held responsible for repair costs.
B. A damage report form needs to be completed by the renter as soon as the damage occurs.
C. Failure to complete a damage report will result in a penalty fee of $50.00 and suspended use of the cement mixer for thirty (30) days.
D. If the renter is found to be negligently responsible for damages to the cement mixer, the renter is responsible to pay for all damages.
1. The post inspection form will be utilized to determine any and all damage to the cement mixer.
VII. Amendments
A. Bááháálí Chapter Policies and Procedures may be amended as deemed necessary and approved during a regularly scheduled chapter meeting.
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Exhibit L
Bááháálí Chapter
Backhoe Usage Policy
I. Purpose
A. The purpose of the backhoe is to provide the community usage of the equipment for a fee that shall be applied to the maintenance plan.
B. Chapter Administration is responsible for rental of the backhoe. The Rental Form and Inspection Sheet must be completed before the backhoe leaves the Chapter compound.
II. Rental Fee
A. Rental of the backhoe shall be $390.00 per day (eight-hour period) ($375.00 + $15.00 sales tax) and a $100.00 refundable cleaning and fuel deposit, which must be paid in advance with a money order.
B. Weekend rates will involve the day rate, plus an additional rate of $15.00 per hour after the first eight hours.
C. A rental agreement form must be completed, along with a pre-inspection sheet.
III. Rental Process
A. The Bááháálí Chapter Backhoe must be rented and returned during business hours (Monday-Friday, 8:00 a.m. to 5:00 p.m.).
B. Public Employment Projects, Senior Citizen Center projects, and Head Start projects are subject to the rental fee in order to defer the costs for repair and maintenance on the Backhoe.
C. When maintenance is required on the backhoe, the General Activity Fund shall be utilized.
D. The Chapter will keep an operator on call and the rental period must be arranged with the operator.
IV. Maintenance Plan
A. Prior to each use, the Backhoe Operator shall inspect the backhoe and complete a pre-rental checklist to ensure the equipment is operational at its full potential. The renter shall sign the checklist.
1. The time shall be noted at this time.
2. Once the backhoe is returned, a post-rental checklist shall be completed with the renter and the renter shall sign the report.
3. The time shall be recorded and if rented by the hour, additional charges shall be made, if needed.
B. The backhoe shall undergo a maintenance inspection after each use.
1. Any type of maintenance that is needed will be completed immediately after a Maintenance of Equipment Work Order is submitted and approved.
2. The backhoe shall have an oil change every 100 hours, or if conditions of use were more heavy duty, the oil shall be changed once it is returned.
C. The Backhoe Operator shall ensure the maintenance of the backhoe is completed.
V. Cleaning and Fuel Deposit
A. A $100.00 Cleaning and Damage deposit is required in order to rent the backhoe.
B. The Cleaning and Damage deposit will be reimbursed if the backhoe is returned clean of any oil, hydraulic fluid, or any other fluid, and debris.
C. Any damage(s), not reported to the Chapter Administration, after the rental is completed, an invoice will be issued to the previous renter for any repairs completed by the Chapter.
VI. Amendments
A. Bááháálí Chapter Policies and Procedures may be amended as deemed necessary and approved during a regularly scheduled Chapter meeting.
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Exhibit M

Bááháálí Chapter
Tables and Chairs Rental Policy
I. Purpose
A. The purpose of this policy is to ensure the tables and chairs owned by the Bááháálí Chapter shall be accountable and in a safe place.
II. Rental Fees
A. Tables and chairs may be rented for external events occurring within the boundaries of Bááháálí Chapter. Rental fees per table will be $10.00 per table and $10.00 per eight (8) chairs. Table and chair sets (one table and eight chairs) may be rented for $15.00 per set, up to three sets. If renting all eight sets of tables and chairs, the total cost is $45.00.
B. All fees are subject to Navajo Nation Sales Tax.
III. Rental Process
A. The Bááháálí Chapter tables and chairs must be rented and returned during business hours (Monday-Friday, 8:00 am to 5:00 pm).
B. The rental agreement form (Attachment A-pg 1) must be completed by the Sponsor at the Chapter Administration Office. The form and inspection sheet (Attachment A-pg 2) must be completed before the rental begins.
C. The rental payment and subsequent refund of deposit (if applicable) will be processed in accordance to the applicable procedures of the Fiscal Management Policies and Procedures.
IV. Liability Disclaimer
Bááháálí Chapter is not liable for any personal property damages, theft, or injuries incurred during the rental.
V. Damages
A. Any damages to the tractor will result in the renter/operator being held responsible for repair costs.
B. A damage report form needs to be completed by the renter as soon as the damage occurs.
C. Failure to complete a damage report will result in a penalty fee of $50.00 and suspended use of the tractor for thirty (30) days.
D. If the renter is found to be negligently responsible for damages to the tractor, the renter is responsible to pay for all damages.
The post inspection form will be utilized to determine any and all damage to the tractor.
VI. Amendments
Bááháálí Chapter will make any amendments to the policy, present the amendments at a regularly scheduled planning meeting for consideration and forward to the regularly scheduled Chapter meeting for Chapter membership approval.
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	NAME(S)
	 
	 
	BUSINESS NAME(IF APPLICABLE)
	OFFICE USE ONLY

	 
	 
	 
	 
	 
	 
	 
	

	ADDRESS:
	 
	PHONE NUMBER:
	 
	 
	RENTAL AMOUNT

	 
	
	 
	 
	
	
	
	 
	 

	 
	 
	 
	FAX  NUMBER:
	 
	 
	NN TAX
	 

	 
	
	
	
	
	
	
	TOTAL REC'D

	TYPE OF RENTAL:  CHECK ONE
	Rental Time:
	 
	 

	 
	
	
	
	
	
	
	CASH RECEIPT #

	 
	Tables ($10 per table)
	 
	Number
	 
	Days
	 
	 

	 
	Chairs ($10 per set of 8)
	 
	Sets
	 
	Days
	VERIFIED BY:

	Payment shall be made in the form of money order.
	
	
	
	
	 
	 

	Payable to:  BAAHAALI CHAPTER
	
	
	
	
	DATE:
	 

	IF THE FEE IS WAIVED YOU WILL STILL ABIDE BY THE AGREEMENT.
	
	
	 
	 

	Date of Chapter Rental:   __________________________           __________To __________
	
	 

	 
	
	           Month     Day       Year
	Starting time      Ending time
	
	 

	 
	(Please give Chapter at least 24-hours’ notice if canceling your request)
	
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	It is the consensus of Bááháálí Chapter and the above person(s) and  / or organization(s) that the rental fee is fair
	 

	and that the Renter will be responsible for RETURNING the equipment the way they took it. Any damages or broken

	equipment returned will have to be paid for in full before a release of agreement is given.
	
	 

	Rental of Chapter Equipment does NOT INCLUDE the following:
	
	
	
	 

	 
	a.
	Repair of tables and chairs 
	
	
	
	
	
	 

	 
	b.
	Broken tables or chairs
	
	
	
	
	
	 

	The following must be checked when equipment is returned:
	
	
	
	 

	 
	a.
	Condition of table--are metal pieces all where they should be and in good shape
	
	 

	 
	b.
	Condition of chair--are all legs in working order
	
	
	
	 

	 
	c.
	Cleanliness of equipment
	
	
	
	
	
	 

	 
	d.
	Visible damages to equipment
	
	
	
	
	 

	 
	e.
	Number of tables and chairs returned
	
	
	
	
	 

	 
	f.
	Defacing of tables and chairs
	
	
	
	
	
	 

	DISCLAIMER CLAUSE:  The renter will hold harmless the Baahaali Chapter and the Navajo Nation for liability for 
	 

	any damage,  injury or loss due to the negligence of the renting party.
	
	
	
	 

	 
	
	
	
	
	
	
	
	 

	We/ I, the undersigned, having read and understand the above terms and conditions hereby, affix our signatures hereto.
	 

	 
	
	
	
	
	
	
	
	 

	  Dated this __________________day of ____________20____________.
	
	
	
	 

	 
	
	
	
	
	
	
	
	 

	 
	 
	 
	 
	 
	[bookmark: _GoBack]
	
	
	 

	 
	Signature of Renter
	
	
	
	 

	APPROVED BY: 
	 
	
	DATE:
	 
	 
	 

	 
	
	CHAPTER MANAGER
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Exhibit N
BÁÁHÁÁLÍ CHAPTER
MOTOR VEHICLE PLAN OF OPERATION
I. Introduction
A. Purpose: This plan of operation establishes policies and procedures regulating the acquisition, assignment, use and operation of Chapter Vehicles.
B. Scope: The plan of operation applies to  all Chapter Vehicles purchased by Bááháálí Chapter
C. Definitions:
1. Chapter Vehicle: Any motor vehicle acquired with funds authorized by Bááháálí Chapter
2. Operator: An employee or appointee of Bááháálí Chapter 
3. Volunteer: A person performing authorized services without compensation from the Navajo Nation/Bááháálí Chapter, but shall not be allowed to operate a chapter vehicle.
4. Revocation: Cancellation of any Navajo Nation/Bááháálí Chapter operator’s permit.
5. Suspension: A temporary restriction of any Navajo Nation/Bááháálí Chapter operator’s permit.
II. Vehicle Acquisition
A. Requirements:
1. All branches, divisions, and departments shall obtain approval from the Navajo Nation Motor Vehicle Review Board (NNMVRB) prior to purchasing, leasing, or rental vehicles.
2. Bááháálí Chapter vehicles shall not be modified unless specific prior written authorization has been obtained from the NNMVRB. This shall include addressing the needs of disabled operators.
B. Funding
1. Matching funds from the State of New Mexico will be processed on a reimbursement basis and will be submitted within the designated time allowed.
III. Vehicle Assignments
A. The Chapter Manager shall authorize all permanent vehicle assignments based on justification, funds and vehicle availability. Authorizations shall be for official Chapter Business only.
B. Inter-Departmental Vehicle Loan: Vehicle loans will not be allowed unless the driver has authorized by the Chapter. Only Chapter Personnel will be allowed to operate the vehicles.
IV. Identification
A. Chapter vehicle operators shall be required to take a Defensive Driving course prior to vehicle operation.
B. A Navajo Nation Vehicle Operator’s Permit will be issued to Chapter Employees and a Chapter Vehicle Operator’s Permit for Chapter Officials who choose to utilize the Chapter Vehicles. 
C. A Temporary Vehicle Operator’s Permit will be issued to those PEP employees who will be using the vehicle at a project site; and to the Backhoe operator who will be transporting the Backhoe to different project sites.
V. Fuel/Maintenance Purchases
A. Fuel: when a purchase is made utilizing the Chapter Purchase Card, the receipt will be logged in the Bááháálí Chapter Fuel Log and kept in the mileage log book.
B. Maintenance: Any scheduled maintenance will be paid utilizing the Chapter Purchase Card. 
C. All receipts must be submitted to the Administrative Assistant on the last day of each month in order for the receipts to be reconciled to the Bank Statement. 
D. Purchase Card responsibilities
1. Employees found responsible for unauthorized purchases will reimburse the Chapter in the amount of any unauthorized purchases and may be subject to appropriate disciplinary action.
VI. Maintenance
A. Vehicle maintenance services will be completed by vendors located in Gallup, New Mexico. 
B. Vehicle operators are responsible for delivering vehicles for preventive maintenance per scheduled services.
C. In the event of a vehicle breakdown or when maintenance is required while on travel status, the operator may contact the nearest services area for assistance. The operator will take one of the following actions:
1. Direct that the vehicles be taken to a particular services facility for repair.
2. Request the caller to obtain a repair estimate from a local repair shop.
3. Arrange for towing service.
D. A memorandum with repair and towing receipts which explains the circumstances and action taken must be submitted promptly after the travel to the Chapter Manager.
VII. Accident Procedures
A. Notify the nearest police department
B. Do not move vehicle  until authorized by a police officer
C. Do not engage in an argument nor express an opinion as to who was responsible for the accident.
D. Secure names and addresses of all available witnesses.
E. Inform supervisor immediately. Provide the following:
1. Your Name
2. Location of accident
3. What happened
4. Whether anyone was injured
F. Submit within 24 hours and/or first work day, the Navajo Nation Employee Vehicle Accident Report Form, to the Risk Management Department, (928) 871-6335.
VIII. Suspension or revocation of Chapter Permit or Vehicle Assignment
A. Actions which may result in loss of operator’s tribal permit or vehicle assignment:
1. Operator was negligent in a motor vehicle accident resulting in the death, personal injury of another person or serious property damage.
2. Operator has habitually violated traffic regulations with such frequency as to indicate disrespect for traffic laws and disregard for the safety of other persons and property.
3. Operator has violated traffic regulations of reckless driving, driving while under the influence of alcohol or illegal drugs.
4. Operator is mentally or physically incompetent to operate a motor vehicle.
5. Operator has permitted an unlawful or fraudulent use of a Navajo Nation Motor Vehicle Operator’s Permit or Chapter Vehicle.
6. Operator has allowed an unauthorized person to operate a Chapter vehicle.
7. Operator has violated the vehicle use policies of this Plan of Operation.
8. Operator has provided false information in the process of applying for a Navajo Nation Motor Vehicle Operator’s permit.
B. Notice to Operator and Management: Right to a hearing
1. Employee shall be given an opportunity to a hearing by the NNMVRB when the Navajo Nation Operator’s Permit is subject to suspension or revocation.
C. Hearing Process
1. Purpose: The purposes of these rules are to provide parties a fair process in the presentation of cases brought before the NNMVRB.
2. Program responsibilities: Bááháálí Chapter shall be responsible for timely preparation and submission of documents necessary for determination of a matter by the NNMVRB. 
a. The Bááháálí Chapter shall notify, a minimum of ten (10) working days prior to the hearing, all necessary parties and witnesses of hearing in respect to date, time, and location. The party against whom a violation is alleged (hereinafter “Respondent”) shall be provided copies of all documents to be submitted to the NNMVRB and a list of witness(s) expected to testify.
3. Complainant(s): For matters concerning alleged violations or noncompliance with vehicle use policies, the Bááháálí Chapter shall be considered the “Complaining Party”. Bááháálí Chapter shall provide necessary notices and present all cases. In all other cases, the party initiating a proceeding shall be designated the “Complaining Party”. 
4. Hearings: The Chairperson or designee of the NNMVRB shall preside overall hearings. All hearings before the NNMVRB concerning vehicle misuse or abuse shall be considered closed. Further, attorneys, for purposes of representation, shall not be allowed (except those advising the Board).
5. Recording of Hearings: All hearings before the NNMVRB shall be conducted informally. Technical rules of evidence, as those followed in courts, shall not apply. All evidence, such as documents and testimony, will be considered, except those entirely unrelated, repetitious, or irrelevant to a case.
6. Burden and Standard of Proof: The burden of proof for hearings before the MVRB shall be on the Complaining Party. The standard of proof shall be preponderance of evidence, i.e., the evidence which as a whole shows that the fact sought to be proved is more probable than not.
7. Opening Statements: Parties will be allowed five (5) minutes opening statements. Parties may waive such statements.
8. Exclusion of Witness(s): All witness(s) for the hearing shall be excluded from the hearing room; parties shall not be excluded.
9. Case Presentation/Procedures: Complaining Party shall present his or her it’s evidence first, followed by the Respondent.
a. Oath: All witnesses(s) shall be sworn to testify truthfully.
b. Cross Examination: All witness(s) shall be subject to cross examination. Further questions, if any, will be allowed at the discretion of the presiding Chairperson of the NNMVRB.
10. Closing Arguments: Parties shall have five (5) minutes each to make closing arguments. The Complaining Party shall proceed first, followed by the respondent.
11. Executive Session: The NNMVRB may convene in executive session at any point of the proceedings.
12. Decision-Finality: The NNMVRB may render a written decision within ten (10) working days of a hearing. Decisions of the NNMVRB shall be final. 
IX. Amendments
A. Bááháálí Chapter Policies and Procedures may be amended as deemed necessary and approved during a regularly scheduled chapter meeting.

ATTACHMENT A
[image: Form_0046]
Page 61 of 66
Bááháálí Chapter Property Policies and Procedures Manual
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Chapter Name:

Chapter Address:

Physical Address:

THE NAVAJO NATION
UNDERWRITING EXPOSURE SUMMARY
CHAPTERS —~POLICY YEAR 2013

Name of Person Completing Summary:

Chapter Telephone Number:

Chapter Website:

Chapter Email Address:

General Liability

1. Number of employees:

Regular | Temporary NN Grazing/ Council Chapter Volunteers | Total
Status Status Employees Farm Delegates Officials
Board

2. 2013 Projected Payroll
Total payroll for employees under P.L. 93-638 contracts and grants, or $
Navajo Area Indian Health Services contracts and grants
All other payroll $

TOTAL | §
3. Please complete the following information:

2008 2009 2012

Chapter Population

2010 2011

Total Budget

Total Payroll

Total Employees

4. Estimated Annual Chapter Revenue:
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5. List the number of each type of employee, if any:

Aftorneys Chemists
Advocates Veterinarians
Architects CPA's

Engineers Law Enforcement/
EMT's Security Personnel:
Nurses Armed

Physicians Unarmed

6 a. Mark (X) for any of the following activities performed by your employees or students.
OJ Day Care O Construction

dJ Medical Services L] Exhibits, Fairs,

] Athletic Rodeos

b. Provide a brief description of each activity marked (X) in 5a above.

7. Please briefly describe any activities/operations that take place outside of the Navajo Nation.
(This would be activities that involve a large number of people. Do not include regular business
trips or small groups of people that are meeting with outside entities)

8. List any joint ventures or partnerships in which your organization is involved. This refers to
joint venture or partnership with a written agreement in place.

[\S]





image5.jpg
9. Briefly describe any agreements or contracts in which the Navajo Nation's Sovereign
Ymmunity has been amended or waived, or in which it has been agreed that any legal
disputes will be resolved in a jurisdiction outside of the Navajo Nation. This is very
important; please list any contracts that would apply, such as a mutual aid agreement with a
local community, etc. If in doubt, please contact Risk Management and supply a copy of the
agreement.

Auto Physical and Auto Liability

1. Complete, sign and date the attached Automobile Schedule on page 4. Attach additional sheets,
if necessary.

2. Attach a list of all drivers, including CDL drivers. Include name (as shown on vehicle license),
date of birth, driver’s license number and state of license.

Pollution

1. a. Do you have any above/underground storage tanks? ves [] no [}
b. If yes, please indicate where they are located and what they are used for.

2. a. Do you use any chemicals/pesticides in your operations? ~ yes [ no [
b. If yes, please attach a list.

Financials
Provide a copy of your most recent annual audited financial statement.

If your financials are not audited, provide the most recent annual Balance Sheet and Income
Statement.

Crime
Please complete the attached Crime exposure information beginning on page 5, sign and date.
‘Property

Please complete the attached Property Application beginning on page 7, sign and date.

Signature Date

(name, title)
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AUTOMOBILE SCHEDULE

VEHICLE MAKE/MODEL VIN NUMBER YEAR TYPE (Use
Table Below)
Type:
PP = Private Passenger (Sedan, trucks under 1Ton, SUV’s under | Ton)
1T = Vehicles 1 Ton and over
M = Motorcycles
B = . Bus (40+ passengers)
B1 = Bus (31 —39 passengers)
B2 = Bus (16 —30 passengers)
B3 = Bus/Van (15 and under passenger buses/vans)
TR = Smeal Rigs, Water/Dump Trucks, Semi-Trucks or 5 Ton and over Vehicles
RV = Recreational Vehicle
P = Police Vehicle
F = Fire/Rescue Vehicle
A = Ambulance
e} = Other Vehicle Not Listed
(Heavy Equipment, trailers, ATV’s are insured under property so should be listed on
your property inventory)
Signature
Date

4
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CRIME

Chapter Name:
Chapter Address:
Name of Person Completing Summary:

Chapter Telephone Number:

Employees
Ta) Number of employees: Regular Status: Temporary Status:

1b) List the number and positions of all employees who handle or have custody of money, checl\s or
securities: See Attached Listing

No. of Employees Position
Audit Procedures
2. Isthere an audit by a CPA or public accountant?  Yes [] No []
3. Audit frequency: Annual [] Quarterly [ Other ]
4.  Does audit include inventory? Yes [] No [

5. To whom are audit reports provided?

6. a. Were any discrepancies or less than satisfactory practices noted in the most recem audit
report? Yes [] No [

b. " If yes, provide a copy.

w
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Internal Controls

7. Are bank accounts reconciled by someone not authorized
to deposit or withdraw? ves [] no [

8. a. Iscountersignature of checks required? yes [ ] no [

b. Ifnot, who signs? (name, title)

Premises

9.  What is maximum amount of money on premises at any time? §

10. How often are deposits made?

11. How is money on premises kept?

cash register _ safe other (describe)
12. a. Is premises alarmed? yes (] no [
b. Ifyes: local alarm  [] central station [

13. Describe any other protection or procedures used to reduce loss exposure:

Losses

14, Briefly describe and list the amount of any losses within the past 3 years.

Signature

Date
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PROPERTY APPLICATION

I Please attach a signed and dated Statement of Values. Statement of Values should include
the following information:

Building

¢ Location of property

¢ Property Number/Fixed Asset Number

» Value

¢ Construction -

¢ Occupancy (school, warehouse, meeting hall, office complex, gymnasium, etc.)
¢ Square Footage

Personal Property/Contents/Equipment/Hardware/Software

¢ Location

e Value

s Type of Property: Contents - desk, tables, computers, Contractor's Equipment - back
hoe, front end loader, etc.

Fine Arts
e Location

e Value
e Owned/Borrowed/Leased?

a. Do you have any Personal Property of Others?

b. If yes, indicate type of property, value and how long the property is in your care,
c. Are you responsible for insuring any Personal Property of Others?

d. If yes, please indicate type and value.

Signature

Date

7
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BAAHAAL| CHAPTER
CHAPTER RENTAL AGREEMENT FORM

NAME(S) BUSINESS NAME(IF APPLICABLE)
OFFICE USE ONLY
ADDRESS PHONE NUMBER: RENTAL AMOUNT
CLEANING DEPOSIT
FAX NUMBER:
NN TAX
TYPE OF RENTAL: CHECK ONE
TOTAL RECD
FUNDRAISER OR DINNER MEETING
$30.00 + tax Rental Fee $20.00 Rental Fee CASH RECEIPT #
$15.00 Refundable cleaning deposit $10.00 Refundable cleaning deposit
VERIFIED BY

Payment shall be made in the form of money order

Payable to: BAAHAALI CHAPTER KEYS ISSUED TO:
IF THE FEE IS WAIVED YOU WILL STiLL ABIDE BY THE AGREEMENT.

REFUND CHECK#
Date of Chapter Rental: To

Month  Day Year Starting time Endlngi time DATE:

(Please give Chapter at least 24-hours notice if canceling your request)

It is the concensus of Baahaali Chapter and the above person(s) and / or organization(s) that the rental fee is fair
and that the Renter will be responsible for CLEANING immediately after the event.

Rental of Chapter Facility does NOT INCLUDE the following

a Trash liners for Trash
b Kitchen Utensils
(o} Cleaning detergents for sanitations

The following areas must be cleaned after use of the Chapter facility

a Meeting Room

b. Both Men & Women's bathrooms

€ Kitchen Area (If used for the occasion)
d. Outside around the chapter compound

TRASH CANS MUST BE EMPTIED, LINERS REPLACED, AND TRASH MUST BE HAULED AWAY AT YOUR EXPENSE

DISCLAIMER CLAUSE: The renter will hold harmless the Baahaali Chapter and the Navajo Nation for liability for
any damage, injury or loss due to the negligence of the renting party

We/ |, the undersigned, having read and understand the above terms and conditions hereby, affix our signatures hereto.
Dated this day of 20

Signature of Renter

APPROVAL BY: DATE
CHAPTER MANAGER

APPROF\(J;;LI.DI.:OR DATE:
RE i CHAPTER MANAGER
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BAAHAALI CHAPTER
CHAPTER HOUSE RENTAL INSPECTION SHEIT

DESCRIPTICN

PRE-
INSPECTED

LOCATION

| Counter Top: Wiped off, papers in order, and walls are not mar;kéd on or broken
Floors: swept & mopped

Bookcase: in order

Chairs: clean and stacked in order

Tabiesiggﬂnioidamage and | put away .
Bulletin boards: no damages, papers hung up. no graffiti

Vending Machine: no damages to the front or sides and plugged in
Windows & Doars: clean, no marks on them. not broken, in good working condition
Walls: outlets working and no r ‘marks or damage

| Trash cans: cleaned ou food inside or around the outside, new bags, and c\osed
Alummum Cans Container: level checked, cans are inside ]
Moveable pane\s c\ean and not damaged

M erase Boards: no permanent | markerrsrc\eranedr
CM Office Wail: no marks or smudges, posters hang

MEETING
ROOM

broken windows

| Project Screen: closed, no tears

Flags, pictures, rugs: hanging nicely. no broken pieces

“No tape or paper left hanging from the ceiling or left on the walls

CHAPTER
OFFICIALS
AREA

Floor clean, counters wiped up, no food in trash cans, phone on table. no damages to
window, chairs all put away nicely

Counters: Cleaned, no damagé or scratches

Floor: swept and mopped

. Sink: Cleaned and no food in the drains

N

Dramage below sink is clean

KITCHEN Stove: wiped down, no grease marks, all burners work, oven is clean and works, grill

is clean and works

Microwave: working order and clean

Pots and pans: cleaned andputaway
Screen: closed and no damages

Refrigerator; clean, no damage, working order, and no leftover food from event

JANITORS
CLOSET

Mops and brooms put away; mop bucket turned over and draining, sink is cleaned

Counters: wiped down, no soap res"\dh'e'aréﬂnid sink
Floor: swept and mopped

REST V\{aHs no marks, graffiti, or feces; wiped down

ROOMS | Shower: no evidence of it being used. no dripping waler

| Trash: picked up and t thrown away

_ | Toilets: clean around the rim and bowl (inside and outside)

i Walls are not damaged concrete is clean, \andscapmg is in order

OUTSIDE n_
THE No broken or damaged doors or lrees

CHAPTER | No trash around the compound or in the petrified wood

HOUSE ' Head Start and Senior Center Buildings not damaged or ta
FALL LIGITS AND FANS MUST BIE SHUT OFE,

Pre Inspection:

Sponsor: B o Date:
Administration: Date:
Post Inspection:

Sponsor: Date:
Administration: Date:

XCEPT FOR THE SECURITY LIGHTS.
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RODEO ARENA AGREEMENT FORM

NAME(S) BUSINESS NAME(IF APPLICABLE)
ADDRESS: PHONE NUMBER:
FAX NUMBER

TYPE OF RENTAL: CHECK ONE

CAS RECEIVPT’# =
Rental Rate: $200.00 per day for whole arena or $300.00 DAYS -

for two days. There is a refundable $100.00 damage \VERIFIED BY
deposit. e

Payment shall be made in the form of money order.
Payable to: BAAHAALI CHAPTER

IF THE FEE IS WAIVED YOU WILL STILL ABIDE BY THE AGREEMENT.

Date of Arena Rental: to
Month Day  Year Month  Day  Year

(Please give Chapter at least 24-hours notice if canceling your request)

Itis the concensus of Baahaali Chapter and the above person(s) and / or organization(s) that the rental fee is fair
and that the Sponsor will be responsible for LEAVING the area the way they rented it. If the grandstands are moved
from their present position, a fine of $1,000.00 will be given to the renting party and the grandstands must be put in
their original position before a release of usage is granted.

Rental of Rodeo Arena does NOT INCLUDE the following:
a. Dumpster for Trash c. Porta-potty rental
b. Generator

The following must be checked when event is complete:

a. Grandstand condition & posiition e. Condition of Announcer Stand
b. Panel condition f. Condition of fence around the Rodeo Grounds
c. Trash in and around arena, ditch, and fenceline g. Water Usage

d. Any damage to equipment or accessories

DISCLAIMER CLAUSE: The Sponsor will hold harmless the Baahaali Chapter and the Navajo Nation for liability for
any damage, injury or loss due to the negligence of the renting party.

We/ |, the undersigned, having read and understand the above terms and conditions hereby, affix our signatures hereto
Dated this day of 20

Signature of Sponsor

APPROVAL BY: DATE
CHAPTER MANAGER

APPROVAL FOR

REFUND: DAIE:

CHAPTER MANAGER
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BAAUAALLI CHAPTER

R()DI 9] ARI‘ A R[ T\ FAL INSPECTION SHEL l

DESCRIPTION
1 not cul.

1.OCATION

l'encing nn inside of the
Giates are in working order ( {open and close. ateh is ”ood)

PRE-

INSPECTED

ANNOUNCER'™S

[

ROV

NSPI:

INSIDI Alum grounds arc disked.
ARENA  [Chute gates are in working order o
{Pancls are ticd and in phu o
Burned Arcas
| No Holes in Arena ) T
| NoTrash
CHUTE i
AREA

e . LI

shut ol

AROUND
IHLE ARENA

Panels are in good working order

Na dam
No Trash

. FENCE LINE ivrlhc area

Pre Inspection:
Sponsor: i

Administration: .

Post Inspection:

Sponsor: _ . s _

Administration: —

Date:

Date:

Datc:

Date:

List any prohlems or concerns that have come out of the pre-inspection and/or post-inspection;
any_prohlems ar Cong ou ( 2
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BAAHAALI CHAPTER
FARM TRACTOR RENTAL AGREEMENT FORM

NAME(S) BUSINESS NAME(IF APPLICABLE) TTiiiiiiiincic
* .
Hetierassdets
B
ADDRESS: PHONE NUMBER Birririih i
: Yisussssecaus
S Sbr
NI YSEEEEEE
Yeuessuves aesl
FAX NUMBER: feesessose auay
Beaa
-
TYPE OF RENTAL: CHECK ONE Rental Time: sesmIABEEE B uw Y
(PR pael-pidbida
Tractor DAYS HOURS P
ST T T e
VERIFIEDIBY? & & i 4 & &
Gicussesebnase
Rental Fees: $100.00/day for Tractor or $20.00/hour plus 5% Navajo Nation Tax. Thereisa |iiiiiiiisiiiis
$30.00 refundable cleaning deposit. The Trailer is available for use at $25.00/day to haul the |- REFUND CHEGK #x -
Tractor to the worksite. S iiesscssumucn
eseiiuiieiminy
DATERisiissiiz
Payment shall be made in the form of money order. 233itssisomiis
Payable to: BAAHAALI CHAPTER
IF THE FEE IS WAIVED YOU WILL STILL ABIDE BY THE AGREEMENT.
Date of Rental: (Please give Chapter at least 24-hours notice if canceling your request)
Month  Day Year
Meter Reading: Start End

It is the concensus of Baahaali Chapter and the above person(s) and / or organization(s) that the rental fee is fair
and that the Renter will be responsible for RETURNING the equipment the way they took it.

Rental of Chapter Equipment does NOT INCLUDE the following:
a. Diesel for the equipment

b. Flat tire repair

¢. Anything broken on equipment

The following must be checked when equipment is returned:

a. Tire Pressure d. Any damage to equipment or accessories
b. Oil level e. Hydrolic fluid levels
c. Fuel level f. Equipment is clean and in working order

DISCLAIMER CLAUSE: The renter will hold harmless the Baahaali Chapter and the Navajo Nation for liability for
any damage, injury or loss due to the negligence of the renting party.

We/ |, the undersigned, having read and understand the above terms and conditions. We/I confirm the operator for the

Dated this day of 20,

Signature of Renter

APPROVED BY: DATE:
CHAPTER MANAGER

APPROVAL FOR DATE:

REFUND: CHAPTER MANAGER
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Massey Ferguson Farm Tractor
Pre/Post Inspection Sheet

Date Qut: Date In:
Time Out: Time In:
Odom Out: Odom In:
Renter:
Address:
Phone:
Check Out Sheet: Poor Fair Good Excellent
|| |Head Lights Working
|| [FrontGrill
| | [FrontTires
|| |BackTires
| | |Front Loader
|| |Overhead Protection
z Oil Levels
| | Anyleaks
| | Fuellevel
Air Filter
:' Gears
Check In Sheet: Poor Fair Good Excellent

Head Lights Working

Front Grill

Front Tires

Back Tires

Front Loader

Overhead Protection

Oil Levels
Any leaks
Fuel Level
Air Filter

Gears
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BAAHAALI CHAPTER
CEMENT MIXER RENTAL AGREEMENT FORM

NAME(S) BUSINESS NAME(IF APPLICABLE)
OFFICE USE ONLY

ADDRESS PHONE NUMBER: AR ae

NN TAX

FAX NUMBER
TOTAL RECD
TYPE OF RENTAL: CHECK ONE Rental Time:
CASH RECEIPT #
Cement Mixer DAYS HOURS

VERIFIED BY
Rental Fees: $30.00 for two days; $10.00 after the two days plus 4% Navajo Nation Tax.

There is a $15.00 refundable cleaning deposit. REFUND CHECK #

Payment shall be made in the form of money order DATE

Payable to: BAAHAALI CHAPTER

IF THE FEE IS WAIVED YOU WILL STILL ABIDE BY THE AGREEMENT

Date of Rental: {Please give Chapter at least 24-hours notice if canceling your request)

Month  Day Year

It is the concensus of Baahaali Chapter and the above person(s) and / or organization(s) that the rental fee is fair
and that the Renter will be responsible for RETURNING the equipment the way they took it

Rental of Chapter Equipment does NOT INCLUDE the following
a. fuel for the equipment
b. Flat tire repair
c. Anything broken on equipment

I'he following must be checked when equipment is returned:

a. Tire Pressure
b. Oil level
¢. Fuel level

d. Any damage 1o equipment or accessones
e. Hydrolic fluid levels
f. Equipment is clean and in working order

any damage

Dated this __

DISCLAIMER CLAUSE: The renter will hoid harmless the Baahaali Chapter and the Navajo Nation for liability for
injury or loss due to the negligence of the renting party.

We/ |. the undersigned. having read and understand the above terms and conditions. We/l confirm the operator for the

.20

day of

Signature of Renter

APPROVED BY:

DATE

CHAPTER MANAGER

APPROVAL FOR

DATE

REFUND:

CHAPTER MANAGER
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CEMENTNMINER RENTA]

EOQUIPMEN ‘

CEMENT
MIXER

Clean. no conerete

[ire pressure

BAAHAALL CHAPTER

DESCRIPTION

| Oil Tevels
' Barrel condition
~ Crank condition

Pre Inspection:
Sponsor:

Administration:

Post Inspection:

Sponsor:

Administration:

INSPECTION SHELT

Date:

Date:

Date:

Date:

PRI
INSPECTED

1ist any problems or concerns that have come out of the_pre-inspection and/or post-inspection:

TPOST-
INSPECEED
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BAAHAALI CHAPTER
BACKHOE RENTAL AGREEMENT FORM

NAME(S) BUSINESS NAME(IF APPLICABLE)
OFFICE USE ONLY
ADDRESS PHONE NUMBER RENTAL AMOUNT
NN TAX
FAX NUMBER
TOTAL REC'D

TYPE OF RENTAL

CASH RECEIPT #

BACKHOE DAYS HOURS

VERIFIED BY

Rental Fees: $360.00 PER DAY (INCLUDES THE OPERATOR AND DEPOSIT FEE) OR $125.00

PER DAY (NO OPERATOR, RENTER HAS EXPERIENCE USING EQUIPMENT) REEUNDIGHECK S

DATE
Payment shall be made in the form of money order
Payable to: BAAHAALI CHAPTER
IF THE FEE IS WAIVED YOU WILL STILL ABIDE BY THE AGREEMENT
Date of Rental: e (Please give Chapter at least 24-hours notice if canceling your request)
Month  Day Year
Meter Reading Start End

It is the concensus of Baahaali Chapter and the above person(s) and / or organization(s) that the rental fee is fair
and that the Renter will be responsible for RETURNING the equipment the way they took it

Rentai of Chapter Equipment does NOT INCLUDE the following
a. Diesel for the equipment
b. Flat tire repair
c. Anything broken on equipment

The following must be checked when equipment is returned

a. Tire Pressure d. Any damage to equipment or accessories
b. Oil level e. Hydrolic fluid levels
c. Fuel level f. Equipment is clean and in working order

DISCLAIMER CLAUSE: The renter will hold harmiess the Baahaali Chapter and the Navajo Nation for liability for
any damage, injury or loss due to the negligence of the renting party

We/ |, the undersigned, having read and understand the above terms and conditions. We/l confirm the operator for the

Dated this ___dayof 20

Signature of Renter

APPRQOVED BY: DATE
CHAPTER MANAGER

APPROVAL FOR
REFUND:

DATE

CHAPTER MANAGER
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BAAHAALI CHAPTER
BACKITOE RENTAL INSPECTION SHELT

- — . = S —

Oil Levels
Lights
| Tydraulic Levels

PRE- T POST-

EQUIPMIENT DESCRIPTION - } | INSPECTIED INSPECTID

Evidenee of ﬂwuididifipﬁu -

TRACTOR [ Fluid level cheek R

Gear Check .
Irom-loader in good working order

Rear Blade in good working order |

Disc in good working order

| Tire Wear

Pre Inspection:

Sponsor: _ B _ ) B } Date:

Administration: _ . Date: -

Post lnspection:
Sponsor: o Date:

Administration: . Date:

Listany problems or concerns that have come out of the pl;c;insnggliougnd/ou}ost—insp,cction:
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BAATIAALL CHAPTER
TABLE/CHAIRS RENTATL INSPECTION SHEET

| o ) PRE- POST-
FQUIPMENT . DESCRIPTION . . . INSPECTED INSPECTED
o Table Top(s) clean and free of graffit ]
TABLES AND Legs in good working condition )
CHAIRS Chair Legs in good working condition - [ 77 o

Chair(s): Clean and free of grafliti

Pre Inspection:
Sponsor: e . Date: -

Administration: Date: B

Post Inspection:

Sponsor: — . Date: [

Administration: Date:
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Report must be completed and sent 1o THE NAVAJO NATION

Risk Management Department
THE NAVAJO NATION EMPLOYEE VEHICLE ACCIDENT

Post Office Box 1690 REPORT

Window Rock. Arizona 86515
(928) 871-6335 or 6475

COMPLETE FOR TRI LEASED / DEPARTMENT VEHICLE

O AM acation of Accdent {Be Specific)]

Date of Acadent i
ok
f1.1h0 - Hodel T e T Tnbal et e T LitensePlate Mo spsstits i
,
P - I
Drwer s Pepartinent Drperetiment At
Hex

sorial Security No ‘/\qc [ Rusmess Telephone Mo Pt No

Larver's Name

Canver's Addiess '7’ " Tvhers can the vehichs be seen™
_ i .

Furpose for utileing the Tribal velie le [ rom what place were you bound?

P tibe the extent of damiage

Sule e Report Mumbey Castrn t ot Fnforcement Agency

estigating Ctieet s Thame
COMPLETE THE FOLLOWING ON OTHER VEHICLE
Mokes vl Year Vehicks Sl Nu T et Plate N, & st

Telephione No Place of Enployment

Resterad Qwner Socal Secunty No. Dwner s Address
Driver's Address Telephone No. Place of Employment

DNeseribé extent of damage B . Liabilty Insurance’
Jd Yes Jd No

Other Dove't's Nare ol Secunty No

Tnpred eker tn

More of Tnjured Person “Address

‘Ie-h‘phmu—- N

— =

Address Place of Employment

Name of Vitness

RIRS THE ACYINFRT

Dy the Accident .
Driver's Signature
Noted by Immediale Supervisor s -
Supervisor's Phone No. o .
Body Shop Estinate Attached?: d Yes a4 No
COMP! E THE FOLLOWING ON ER DAMAGE
Praperty Dese e Persan to Contact
R Lescribe Person to ¢ antact ‘
Dt hibe Peron t i ontact: : T
|
—

‘ UBMIT WITHIN 24 HOURS TO RIS ANAGEMENT

Canary Fleot Management Pk Depdrtiment Copy

Onginat Resk Mariagestient
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